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LXNDA KArZ 
2559 Camdot Court, &per City, FL 33026 

433-063 8 

EXPIELUENCE: 

3/98 - Present 
Arnericard Dispensing Corp, Mami, FL 5 

. SupervisacieIidStacf 
Bookkeeper,AR/AP 

e Calculate s&smn’s commissions and report payroll I 
0 Responsible for reporting end of month d e s  figures 

3/96 - 8/97 ofiice Manager 
Roastem Corp. (Kenny Rogers Roastcn Corporate C 
Ft , Lauderdaie, FL 

Responsible for Corporate ofiice stafof 65 employee 
0 Supervised Receptionist, Qfliice Support, Personnel C 

Administrative Assistants. 
0 Responsible for all ofice maintenance. 

Responsible for Company’s Workers’ Compensation 
0 Responsible for Company’s group ben&ts. 
0 Responsible for organizing all Company fbndions. 

2/95 - 3/96 Ofice Managtr 
FOODQUEST, Inc. (a franchisee of Kenny Rogen R 
FL . supervised office d clerical anployees 

Responsible for reporting of financial results to Exea 
0 Responsible €or Public Relations and ‘Investor RelaGo 
0 Responsible fix timely submissions of quarterly and a 

Securities and Exchange Commission and NASDAQ 
Reported directly to C.F.O. and C.O.O. and executer 
Restaurant Administration Program 

6/93 - Z95 Executive Assimnt for President and Executive Vier 
Tanenbaam-Hrrber of Florida, (Insurance Agency), I 

e Respomile for all executive level correspondence 
0 Made travel at~~gwnents and prepared expense rep 

0 Entered prospective clients on computer; billed life a 
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SML;Ls: 

 EDUCATION^ 

REFERENCES: 

DepartmcdManagernen. Secrttarg, Labamtory 
Parkway Regional Mcdieal Center, Miami, F'L 

0 Responsile for aI1 correspondence fix Laboratory Mal 
maintained Laboratory policies and procedures 
Responsible for hospital educational arrangements for. 
personnel and maintained Continuing Education Manu 

0 Processed new hires and terminated personnel papaw 
for month end reports, and application for yearly renev 
Clinical Laboratory License 

rn Computed and recapped employee tirnecards/comput0 

Microsoft otiice, ~borthaud, Dictaphone 

Florida Atlantic University, Bachelor of A r t s  in Educatior 

AvajIable upon request 

lboratory 

k, responsible 
I of HRS 




